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Filing FCC Forms 471 
Before you Begin  
Before you start creating an FCC Form 471 in EPC, you should be familiar with the eligibility rules and 
filing procedures.  

Purpose of FCC Form 471 
The FCC Form 471 is filed to request discounts on eligible services for eligible schools, libraries, and 
consortia of those entities under the Schools and Libraries (E-rate) Program. Starting in Funding Year 
2015, the FCC Form 471 must be completed online. 

The FCC Form 471 must reference services that were competitively bid with an FCC Form 470 posted in 
the E-rate Productivity Center (EPC) for at least 28 days before the FCC Form 471 is filed, unless you are 
specifically exempted by FCC rules from the FCC Form 470 posting requirement. The 28-day waiting 
period begins after the FCC Form 470 is certified in EPC. This 28-day waiting period must occur before 
you may execute any contracts for contracted services, as applicable; before you select your service 
provider for tariffed or month-to-month services; and before you submit your certified FCC Form 471. It 
is possible that an FCC Form 470 posted in a prior funding year may be used where such a form resulted 
in a multi-year contract.  

Who Must File  
All participants are required to file a FCC Form 471 application. Specifically, every entity responsible for 
making payments directly to a service provider, the “billed entity,” must file an FCC Form 471 
application. Even if several billed entities together file a single FCC Form 470, each billed entity must file 
a separate FCC Form 471. An entity that receives a bill, but does not make payments to the service 
provider on that bill, is not a billed entity, and therefore should not file an FCC Form 471 application. 

Eligibility of schools  
For purposes of the schools and libraries universal service support program, schools must meet the 
statutory definition of elementary and secondary schools found in the No Child Left Behind Act of 2001. 
This definition says that an elementary school is a non-profit institutional day or residential school, 
including a public elementary charter school that provides elementary education, as determined under 
state law. 

Eligibility of libraries  
Libraries must meet the statutory definition of library or library consortium found in the Library Services 
and Technology Act, and must be eligible for assistance from a state library administrative agency under 
that Act. A library includes: “(1) a public library; (2) a public elementary school or secondary school 
library; (3) an academic library; (4) a research library, which for the purposes of this definition means a 
library that: (i) makes publicly available library services and materials suitable for scholarly research and 
not otherwise available to the public; and (ii) is not an integral part of an institution of higher education; 
and (5) a private library, but only if the state in which such private library is located determines that the 
library should be considered a library for purposes of this definition.” A library's eligibility for universal 
service funding also depends on its funding as an independent entity. Only libraries whose budgets are 
completely separate from any schools’ (including, but not limited to, elementary and secondary schools, 
colleges, and universities) shall be eligible to receive discounted services under the universal service 

http://in/
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support mechanism. For example, an elementary school library would only be eligible to receive 
discounted services if its budget were completely separate from the elementary school. If its budget 
were not completely separate from the elementary school, the elementary school library would not be 
eligible for support independent from the school with which it is associated. Libraries operating as for-
profit businesses shall not be eligible for discounts. 

Eligibility of consortia and library consortia  
A consortium is “any local, statewide, regional, or interstate cooperative association of schools and/or 
libraries eligible for E-rate Program support that seeks competitive bids for eligible services or funding 
for eligible services on behalf of some or all of its members.” 

A library consortium is “any local, statewide, regional, or interstate cooperative association of libraries 
that provides for the systematic and effective coordination of the resources of school, public, academic, 
and special libraries and information centers, for improving services to the clientele of such libraries.” 

When to File FCC Form 471 
The FCC Form 471 must be filed during a specific application window each year. In general, the 
application filing window opens about six months before the start of the funding year and is open for 
about two and a half months. Applicants should check the USAC website (www.usac.org/sl), or contact 
the USAC Client Service Bureau (CSB) at 1-888-203-8100 to obtain the filing window dates.  

The FCC Form 471 must be certified by 11:59 p.m. ET on or before the last day of the FCC Form 471 
application filing window in order for the request to receive consideration as being filed inside the 
window. It is your responsibility to check the USAC website or contact CSB to obtain the announcement 
of the filing window dates.  

 
NOTE: While the FCC Form 471 can be filed anytime during the application filing window. The filing of 
any FCC Form 471 must be done at least 28 days after the FCC Form 470 is posted, if one is required. 
The FCC Form 470 Receipt Notification Letter (RNL) will identify the earliest date – the Allowable 
Vendor Selection/Contract Date – on which you may choose a service provider and, if applicable, 
execute a contract, and sign and submit an FCC Form 471. The Allowable Vendor Selection/Contract 
Date will also be indicated on the FCC Form 470 posted in EPC. 
 
All FCC Forms 471 certified by the close of the application filing window are considered as if they had 
arrived on the same day, and have priority over those submitted after the closing date of the window. 

Where? 
You must complete and submit the FCC Form 471 by filing the form online in the E-rate Productivity 
Center (EPC). 
 

How Many FCC Forms 471 Should You File? 
You may file more than one FCC Form 471 and, in fact, you must file separate applications for Category 
One (Data Transmission Services and Internet Access, and Voice Services) and Category Two (Internal 
Connections, Managed Internal Broadband Services, and/or Basic Maintenance of Internal Connections). 
This separation allows USAC to process applications more quickly. If there are questions about your 
application, a funding decision on the application may be delayed. 

http://www.usac.org/sl
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Assistance in Completing the FCC Form 471 
There are several resources to guide you in completing this form. When you enter information in the 
USAC EPC portal, helper text is available for many fields.  

You will be assisted in the process by step-by-step prompts when completing this form online. 
Applicants are also urged to consult the FCC Form 471 Filing web page of USAC’s Schools and Libraries 
Program website for guidance in completing this form. Assistance is also available by contacting CSB via 
e-mail using the “Submit a Question” link on the USAC’s Schools and Libraries Program website, or via 
toll-free telephone at 1-888-203-8100. 

You may also contact the CSB using the Contact Us link in the USAC EPC portal, or by phone at 1-888-
203-8100. 

User Roles and Permissions 
Only applicants and their consultants can file FCC Form 471. When you are added to the EPC system, 
you are given certain permissions regarding creating, editing, and certifying FCC Forms. The rights are 
provided on a form type basis; that is, you may have certain rights for the FCC Form 470 for your 
organization, but different rights with regards to the FCC Form 471. The following rights apply 
specifically to this form:  

• Full Rights: These users can start, edit, and certify these forms. 
• Partial Rights: These users can start and edit these forms; however, they are not able to certify 

the form. Once they have completed the entering all of the information in the form, it will be 
automatically routed to all of the full rights users in your organization so that the form can be 
certified.  

• View only Rights: These users cannot start or edit a form, but can view the forms created by 
other users in the organization. 
 

The account administrator for your organization can modify your permissions. 

  

http://www.usac.org/sl/applicants/step03/default.aspx
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Filing an FCC Form 471 in EPC 
NOTE: If you are a consultant user, you will be able to file for any organizations that have assigned 
you permissions to file forms on their behalf. If you are representing multiple organizations, you may 
have been given different permissions by the different organizations. 

Prerequisites 
Contracts 
Before you begin your application, enter any contracts that you will be associating with Funding Request 
Numbers (FRNs) in your entity’s profile. 

Entity Profile 
Before you file an FCC Form 471, confirm and update the information in your applicant entity’s profile. 
The data in your entity profile is used to calculate your discounts in the EPC system. 

 

1. On your landing page, locate and click on the name of your organization. The organization 
dashboard opens. 
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Dashboard 

 

2. Review the student population and urban/rural values. 
3. Select the Discount Rate link from the side menu. The Requested Discount Rate information 

displays. 
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Discount Rate 

 

4. Review the discount rate for your organization and then click the Category Two Budget link. 

Category Two Budget 

 

5. Review your budget status information. Click the Show Allocation Breakdown button to view 
detailed information. 

Allocation Breakdown 
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Updating your Entity Profile 
To make any changes to your entity profile: 

1. Click the Manage Organization link from your landing page to access the organization profile. 
2. Select from the following options if you do not have the Manage Organization function. 

• Click the Contact Us link located on your landing page or Actions tab to Create a 
Customer Service Case. 

• Contact the Client Service Bureau (CSB) directly at (888) 203-8100 for assistance. 

Manage Contracts 
You will associate contracts with your FRNs when you create your FCC Form 471. Use the Manage 
Contracts function to upload and edit contracts before you begin your application. 

Landing Page 

 

1. From your landing page, locate your organization from the My Entities section and then click the 
organization name link to display the organization dashboard. 
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Organization Dashboard 

 

2.  Click the drop-down arrow to display additional options. 

 

3. Click the Manage Contracts link. The Manage Contracts page displays. 
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Manage Contracts 

 

Edit or Remove Contracts 
You can edit contracts that are still in the draft form. 

 

1. Select the draft and then click the Edit button to open it for editing.  
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2. To delete up to five contracts at a time, select them from the list, then click the Delete button. 

Add a New Contract 
On the Manage Contracts page, you can add new contracts to your organization. 

 

1. Click Add a New Contract button.  
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Create Contract 

 

2. Enter a nickname for the contract. 
3. Enter the contract number. 

 

4. Select from the following options: 
• Click the Cancel button to void the process of adding a new contract. 
• Click Save & Close button to exit and return later. 

NOTE: If you select Save & Close option to return to your draft contract, select Manage Contracts 
again, then locate your contract in your My Contract Draft list. Click the checkbox for the draft, and 
then click Edit. 

• Click the Save & Continue button to proceed to the next page. The Create Contract 
page displays. See Step 5. 
 

5. Select from the following options to create a contract: 
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• Click the No button to indicate that you do not want to upload a copy of your 
contract. 

 

o Select from the following options: 
a. Click the Back button to return to previous page 
b. Click the Cancel button to end the Create Contract process 
c. Click the Save& Close button to exit and continue the process at a later 

date 
d. Click the Save & Continue button to continue to the next page. The 

Contract Information displays. 
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NOTE: Continue the process through Confirmation. 

• Click the Yes button to upload a copy of your contract. 

 

• Click Choose File to browse for the document. 
o Enter the description for the document 
o Repeat for any additional documents for this contract. 

• Select from options below: 
o Click the Back button to return to previous page 
o Click the Cancel button to end the Create Contract process 
o Click the Save & Close button to continue and return at a later date 
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o Click the Save & Continue button when you have completed the document 
upload. Selecting this option displays the State Master Contract and Award 
Schedule questions. 

6. Select the State Master Contract and Multiple Award options: 

 

• Click the Yes or No button to indicate if this is a state master contract 
• Click the Yes or No button to indicate if this contract is based on a multiple award 

schedule 
• Click the Save & Close or Save & Continue button. The Save &Continue option 

displays the applicant’s piggy back options. 
7. Select the Applicants Piggy Back options: 

 

• Click the Yes or No button to indicate if other applicants can piggy back off this 
contract. 

NOTE: Selecting the No option will display the question, “Was this contract originally created by 
another applicant?” 

• Click the Yes or No button to indicate if the contract was originally created by 
another applicant. 
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• Click the Save & Continue button. The Save & Continue option displays the 
Establishing FCC Form 470 page. 

8. Select the Establishing FCC Form 470 options: 

 

• Click the Yes or No button to indicate if there was an FCC Form 470 posted for the 
product and/or services you are requesting. 

NOTE:  If this contract is for a commercially available business class Internet access service exempt 
from the FCC Form 470 posting requirement you do not need to reference an FCC Form 470. 

• If you indicated Yes, apply the following options: 
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• Enter the number of bids that were received for this contract. 
• Enter the number of the FCC Form 470 or the nickname (full or partial) and then 

click the Search button to locate the FCC form.  
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• Click the check-box next to the requested FCC Form 470 Number. 
9. Click the Save & Close or Save & Continue button. 
10. Enter the Service Provider information. 
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• Enter the SPIN or name (full or partial) and then click the Search button. 

 

• Select the service provider from the list.  
• Click the Save & Close or Save & Continue button. 
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11. Select and enter the Contract Dates details: 
• Click the Yes or No button to indicate if this is a multi-year contract. 
• Enter the date that you awarded the contract. 

NOTE: Do not include any voluntary contract extensions that you have not yet exercised. 

 

• Click Save & Close or Save & Continue button. 
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12. Enter the Contract Extensions details: 
• Click the Yes or No button to indicate if the contract includes voluntary extensions. 

 

• If you indicated Yes: 
o Enter the contract expiration date if all extensions are exercised 
o Enter the number of extensions left on the contract 
o Enter the total remaining length of the contract if you exercises all extensions 

(in months) 
o Click the Save & Close or Save & Continue button. 
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13. Enter the Pricing Confidentiality details: 
• Click the Yes or No button to indicate if a statue, rule or other restriction prohibits 

publication of the specific pricing for this contract.  

 

• If you indicated Yes: 
o Click the drop-down arrow to display the type of restriction and then choose the 

requested valve 
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o Provide the citation to the rule, statue, contract paragraph or other relevant 
information that contains the restriction 

o Upload a copy of the document that includes the restriction.  

NOTE: You must upload a copy of the document that contains the cited restriction. 
 

 

• Click the Save & Close or Save & Continue button. The Save & Continue option will 
display the Create Contract: Confirmation page. 
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14. Review the contract details: 
• Click the Complete button, if the content is correct. Selecting the Complete button 

will return you to the organization dashboard, as shown in Step 1. 
• Click the Back button to return to the previous screen, if you need to make changes. 
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Create your FCC Form 471 
1. Log in to the system if necessary. 
2. On the Landing page, select the FCC Form 471 link. 

 

 

Basic Information 
When you begin the FCC Form 471, the basic information about your Billed Entity, including your Billed 
Entity Number (BEN), BEN name, and address, will be automatically populated from your profile. If any 
of the information is displayed incorrect, contact your account administrator to update the 
organization’s profile. Once the information has been updated, it will automatically update in the form 
as well.  

NOTE: Errors messages will display when the information entered does not agree with the specific 
field. The system will not allow you to continue until the error has been corrected. If you are unable 
to resolve, contact your account administrator for assistance. 
For assistance with updating the organization’s profile, see the Managing Organizations EPC User Guide. 
Step-by-step video tutorials about how to prepare to file the FCC Form 471 by updating profile 
information are available in the Online Learning Library. 

http://www.usac.org/sl/tools/e-rate-productivity-center/default.aspx
http://usac.org/sl/about/outreach/fcc-form-471-video-series.aspx
http://usac.org/sl/about/outreach/online-learning.aspx
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1. Enter an application nickname of your own choosing to facilitate communication with us about 
this particular FCC Form 471. The nickname can be very simple; for example, if you are filing two 
FCC Forms 471, you might label them “Category One” and “Category Two.” Choose identifiers 
that suit your own record keeping needs. 

2. Optional: Click on the Question Mark  icon to display additional information about the 
Application Name format. 

NOTE: The Question Mark  icon will display throughout the application process. Simply, click on it 
to display addition information about a specific field. 
 

  

Save and Continue or Discard the Form 
At the bottom of each screen, there are options to Discard Form or Continue & Save. These options will 
allow you to discard your work or save and continue working on the form. An additional option to Save 
Changes is available from the menu. 
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• If you select Save & Continue you will proceed to the next page to continue entering 
information for the FCC Form 471.  

• If you select Discard Form, the entire form will be discarded. Once you confirm that you 
want to discard the form, it will no longer be available in our system. 
 

 
 

• If you select the Save Changes link from the menu, the application will display a “Form 
saved successfully” message. You will remain on the current page until you select another 
option. 

Exiting the Form and Returning Later 
If, after completing part of the form, you want to save your work and return to it later: 

• Click the Save Changes link or Save & Continue button and then log out of EPC.  
• Click the Task tab to locate the in-process form when you return to EPC. 
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When you click on the task, your form will open to display the last screen prior to you saving and exiting. 

 

Consultant Information 
If you indicated in your profile that you are using a consultant, the consultant information will 
automatically display. 
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NOTE: If you are using a consultant to assist you, the consultant must appear on this form. If the 
consultant is not listed, contact your account administrator to update your profile so that the 
consultant can be included on this form. 
 

Contact Information 
You must respond to the contact information question. 

3. Select Yes or No to indicate if you are the main contact person for this FCC Form 471. 

 

• If the Yes button is selected the screen will populate with existing profile information. 
• If the No button is selected the screen displays an option to enter the main contact person’s 

name or email. You must enter the main contact person before continuing. 

 

NOTE: If you select the Save & Continue button an error message will display when information is not 
entered into a required (*) field or incorrectly entered. The system will not allow you to continue until 
the information is corrected. 
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Holiday/Summer Contact Information 
Provide an alternate telephone number, address, or an alternate contact name that we may use during 
the holiday/vacation/summer periods, if applicable.  

 

4. Click the Save & Continue button. The Category of Services screen displays. 

Category of Service 
Select the category of service for this application. If you need help determining the correct category of 
service, you can review the Eligible Services List for the requested year.   

http://www.usac.org/sl/applicants/beforeyoubegin/eligible-services-list.aspx
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5. Click the Category1 or Category 2 button. 

NOTE: After you click the Category button, it will turn green to indicate your selection. 
 

 

6. Select Save & Continue. You can also choose the Back button to return to the previous screen, 
or Discard Form button.  

Entity Information 
This section of the form populates and displays information based on information in your applicant entity's 
profile  
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7. Select the Save & Continue button. The Related Entity(ies) Information displays. 

 

8. View Related Entity Information. 

NOTE: If any of the non-editable information is incorrect, or you wish to change the information, see 
Step 9. 

9. Optional: Update your profile first by going to your entity record, and clicking Manage 
Organization from the Related Actions menu. If you do not have access to Manage 
Organization, contact your applicant entity's account administrator or create a customer service 
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case to request updates to your applicant entity's profile. See Review your Entity Profile for 
details. 

10. Optional: Click the hyperlinked text to view detailed information. 

 

11. Optional: To return to the Entity Information screen, simply click on the Tasks tab and locate 
form with nickname from the list. 
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12. Select the Save & Continue button to continue to the Request Discount Calculation screen or 
choose the Back button to return to the previous screen, or discard your form. 

Request Discount Calculation 
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13. Click the Show Additional Information to view other details. 

 

Funding Requests 
The Funding Requests page opens. Here you will describe your funding request(s).  

 

14. Click the Add Funding Request button to begin. 
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Copy FRN 

 

15. Enter a Funding Request Nickname.  
16. Optional: Select the Copy FRN button to copy FRN information from the current or previous 

Funding Year. 

 

17. Click the Current Year button. 
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18. Associate a contract to your FRN: 
•  Enter part or all of the contract nickname, enter the Contract ID, or contract number.  
• Click the Search button. 

NOTE: If you have not created the contract(s), see Manage Contracts for more information. 
 

 

19. Click the check-box for the requested FCC Form 471. 
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20. Click the Continue button. 

 

21. Click the Yes button to continue. 
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22. Wait for the system to respond or click the Refresh button. 

 

23. View successful copied message. 
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Add FRN- Continue 

 

 

24. Select the drop-down arrow to choose the Service Type from the listed options. 
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NOTE: The Service Type will default to the category type selected in the Basic Information summary. 

25. Select the Service Type from the list. 
• For Category One services, select either Voice or Data Transmission and/or Internet 

Access.  
• For Category Two, select Basic Maintenance of Internal Connections, Internal 

Connections, or Managed Internal Broadband Services.  
26. Click the Continue button. 

 

27. Select from the following FRN Contract options: 
• Contract 

  

Bra
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• Tariff 
• Month-to-Month 

Contract 

 

28. Select the Contract option and then press the Continue button. 

 

29. Select from the following contract search options: 
• Search by Contract ID 
• Search by Contract No. 
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Search by Contract No. 

 

 

30. Enter the contract number or place mouse pointer into the Search by Contract No. field and 
then press your keyboard spacebar. 

31. Click the Search button to proceed. If applicable, the associated contract information displays. 
32. Select the check-box next to the requested contract, if applicable. 

NOTE: Selecting a check-box for a listed contract will display the Contract Summary, Pricing 
Confidentiality and Contract Information (Additional) data. 
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33. Enter or select the requested information for the required field(s). 

  



 
 
 

Filing the FCC Form 471-ApplicantS REL 1.2 
  

© 1997-2016, Universal Service Administrative Company, All Rights Reserved. 46 

  

34. Press the Continue button. 
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35. Select from the following options in response to the Fiber Request Key Information: 
• Yes 
• No 

If your response is No, a check mark will display on the No button. 

 

36. Optional: Press the Continue button. 

If your response is Yes, a check mark will display on the Yes button. 
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37. Select from the following options: 
• Lit Fiber 
• Dark Fiber 
• Self-Provisioned 

 

38. Select the Lit Fiber button;  OR  
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39. Select the Dark Fiber button; OR  

 

40. Select the Self-Provisioned button. 
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41. Click the Continue button.  The Narrative section displays. 

  

42. Enter a brief explanation into the Narrative field and then click the Save & Continue button. The 
Funding Requests page displays. 
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This page describes key information about your funding. 

 

43. Select the check-box next to an existing FRN. 
44. Click the Manage FRN Line Items button. The requested FRN Line Items page displays. 
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45. Select the check-box next to the requested FRN Line Item. The page displays all available 
options. 
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To edit the FRN Line Item 

 

46. Click the Edit FRN Line Item button. 

 

47. Click the Yes or No option on the pop-up message. 

To remove FRN Line Item 
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48. Click the Remove FRN Line Item button. 
49. Click the Yes or No option on the pop-up message 

To Bulk Upload FRN Line Item 

 

50. Select Choose File or Download template option. 
51. Click the Download temple link to display the document template. 

NOTE: If You are using the preferred Google Chrome browser, click the download option that will 
display at the bottom left of the screen.  
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52. Scroll horizontally to view all columns of the spreadsheet template. 
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Add FRN 

 

53. Click the Add FRN button. The following page displays. 

 

54. Enter or select the requested information. 
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55. Click the Continue button. 

 

56. Click the Continue button. 
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NOTE: You must select the option that describes how the services will be purchased. 

57. Select from the following options: 
• Contract 
• Tariff 
• Month-to-month 

 

58. Click the Contract button and then click the Continue button. 
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59. Place your mouse pointer into the Search by Contract No. field, press your keyboard space bar 
and then click the Search button. 

 

60. Select the check box for the requested Contract ID. The Contract Summary displays. 
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61. Enter the expiration date for the current term of the contract. 

 

62. CIick the Continue button. 
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63. Select the Yes or No option. 

If you choose the Yes option, the following page displays. 
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If you choose the No option, the following page displays. 

 

64. Click the Continue button. 

 

65. Enter a brief description of the products and service. The Funding Requests list displays. 



 
 
 

Filing the FCC Form 471-ApplicantS REL 1.2 
  

© 1997-2016, Universal Service Administrative Company, All Rights Reserved. 63 

 

66. Select the check-box next to the requested FRN. 

 

67. Click the Manage FRN Line Items button. 
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68. Click on the Add New FRN Line Item Number button. 

 

69. Click the radio button next to the requested Purpose. 



 
 
 

Filing the FCC Form 471-ApplicantS REL 1.2 
  

© 1997-2016, Universal Service Administrative Company, All Rights Reserved. 65 

 

70. Click the drop-down arrow to select the Function valve. 

 

71. Select the Type of Connection from the drop-down menu. 
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72. Select the Continue button. 

 

73. Click the drop-down arrows to display the choices. 
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74. Enter the Bandwidth Download Speed information. The Bandwidth Upload Speed will 
populated with the same information. 

 

75. Select the Bandwidth Download Units value from the drop-down menu. 
76. Select the Yes or No option for Burstable Bandwidth. 



 
 
 

Filing the FCC Form 471-ApplicantS REL 1.2 
  

© 1997-2016, Universal Service Administrative Company, All Rights Reserved. 68 

 

77. Enter and select the requested information and the click the Continue button. 

 

78. Select the Yes option and then click the Continue button. 
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79. Select Yes or No options from the above questions and then choose a value from the drop-down 
menu. 

 

NOTE: The system will allow you to select “Yes” to both connection questions displayed in the left 
hand column above. 
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80. Click the Continue button. 
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81. Enter the requested information into the fields to calculate. 
82. Click the Collapse (+) button to view More Help with the Costs Above option. 

 

83. Update the fields to re-calculate Monthly Cost and One-Time Cost, if applicable. 
84. Click the Save & Continue button to accept the calculation. 

 

NOTE: The Manage Recipients of Service options defaults to options (Yes or No) selected in your 
profile. 
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85. Click the Save & Continue button. 

 

86. Click the check-box next to the requested BEN. 
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87. Click on the Edit Number of Lines button. 

 

88. Update the number of lines allocated to the recipient and click the Save & Continue button. 
89. Click the Continue button. 

 

90. Click the Continue button. 
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91. Click the Continue button. The Connectivity Questions page displays. 

Connectivity Information 
 

 

Click the Review FCC Form 471 button.  
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Selecting the Review FCC Form 471 button displays a pop-up message. 

 

92. Choose from the following options: 
• Click the No button to remain the current page. You may also select the Back or Discard 

Form buttons. 
• Click Yes button to download PDF and send for certification or continue to certify: OR 

If the Yes option was selected, click on the Tasks tab to locate the PDF. 

Tasks  
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93. Click the Review PDF for FCC Form 471 – (Application Name) link. 

 

94. Click on the Download Document link (Highlighted in blue). 

FCC Form 471 Application Document Draft 

NOTE: The PDF document will open in another window. 
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95. Review the form. 
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96. Select from the following options: 
• Click the check-box to certify that the information in the PDF document is correct and 

then click the Send for Certification or Continue to Certification button; OR 
• Click the Edit Form button to update information in the form. 

Edit Form 

NOTE: Selecting the Edit Form button will return you to the very beginning of the FCC Form 471 
process (Basic Information to Connectivity Information). All previously entered information has been 
saved. 
 

97. Select the Save & Continue button to advance to the desired page to update information and 
then click the Review CC Form 471 button to assign the updated PDF to tasks. 
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98. Select the Yes or No option from the pop-up message: 
• Click the No button to remain on the current page; OR 
• Click the Yes button to receive the Download PDF in your tasks. 

Send for Certification  

 

99. Click the check-box to certify that the information in the PDF document is correct and then click 
the Send for Certification button. 
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100. Select from the following options: 
• Click the No button to remain on the current page; OR 
• Click the Yes button to send the FCC Form 471 to a full rights user to certify. 

Continue to Certification 

 

101. Click the check-box to certify that the information in the PDF document is correct and 
then click the Continue to Certification button. 
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102. Select the drop-down arrow for each question and click on the Yes or No option.  
103. Scroll down the page to view the full document. 
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104. Click on each check-box to certify each listed requirement. 
105. Click the Certify button. 
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NOTE: Selecting the Send for Certification button will display a pop-up message and await your 
response. 

106. Select from the following options: 
• Click the No button to remain on the current page; OR 
• Click the Yes button to send the FCC Form 471 to a full rights user to certify. 

107. Click the Continue to Certification button. 

 

108. Select options from the pop-up message: 
• Click the No button to remain on the current page; OR 
• Click the Yes button to proceed to send for certification. 

If Yes is selected, the PDF document is routed to the tasks for review 
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109. Click the Review PDF for FCC Form 471 – (Application Number and Document 
Nickname) link. 

 

110. Click the Accept button to accept the task. 

 

111. Select from the following options: 
• Click the Download Document link (highlighted in blue) 
• Click the Edit Form button to update the current information 
• Click the Reassign for Revision button to reassign the document to another 

person to make changes 
• Click the check-box to certify that the information in the PDF document is 

correct and then click the Send for Certification button to certify document. 
• Click the check-box to certify that the information in the PDF document is 

correct and then click the Continue to Certification button. 
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Reassign for Revision 

 

112. Select from the following Assignee(s) for Revision options: 
• All users with partial rights to this form 
• All users with full rights to this form 
• All users with partial rights or full rights to this form 
• Select an individual recipient 

Partial Rights 
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Assigned to Partial Rights User 

 

113. Click on the FCC Form 471 link to display. 
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114. Click the Accept button to accept the task. 

 

115. Click the Continue to Form button. 

NOTE: Selecting the Continue to Form button will return you to the very beginning of the FCC Form 
471 process (Basic Information to Connectivity Information). All previously entered information has 
been saved. 
 

116. Click the Save & Continue button to advance to the requested page to review and make 
changes 

117. Click Save & Continue button for all updates 
118. Click the Review FCC Form 471 button. 
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119. Click the Yes button to proceed. 

 

120. Select the Create FCC Form 471 – (Application Name and Nickname) link from your 
tasks. 

121. Send back to Assignee 
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122. Click the FCC Form 471----submitted by --- is Ready for Certification link 

 

123. Click the Accept button to accept the task. 
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124. Select from the following options: 
• Click the Download Document Link (highlighted in blue) 
• Click the Edit Form button to update the current information 
• Click the Reassign for Revision button to reassign the document to another 

person to make changes 
• Click the check-box to certify that the information in the PDF document is 

correct and then click the Send for Certification button to certify document. 
• Click the check-box to certify that the information in the PDF document is 

correct and then click the Continue to Certification button. 

Full Rights 

 

Partial Rights or Full Rights 

 

Individual Recipient 
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Continue to Certification 

A review request is forwarded to Tasks. 

 

125. Click the Review PDF link. 
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126. Select the drop-down arrow for each question and then click the Yes or No option.  
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127. Click on each check-box to certify the listed requirements. 
128. Click the Certify button. 

 

129. Select the Yes or No option from the pop-up message. 
• Click the No button to remain on the current page. 
• Click the Yes button to  

o Electronically sign and certify the form  
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o Affirm that you understand the false statements on this form may result 
in civil liability and/or criminal prosecution. 

If you elected to certify, the following page displays 

 

130. Click the Close button. The following information will display in your tasks. 
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After Submitting your FCC Form 471 
News 

 

You can check the News tab to view updates related to the FCC Form 471. You will also receive News 
notifications indicating the status of your form. View the notification to see the next steps in the filing 
procedure. Each service provider included in this form will be notified of the information you have 
submitted. 

Search and Export 

 

You can search and export certified FCC Forms 470 and 471 from the Actions tab. 
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